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Honorable Robert !<. liawpton 
Chairman 

United States Civil Service Commission 
Washington, D.C. 20415 


Dear Mr. Hampton:- 

Reference is made to your neaorandun of 
7 February 1375 which discussed the President s 
concern ever rising personnel costs and requested 
a suisrsary report of the actions tahen and results 
achieved toward the objective of cost reduction. 

On 30 January 1375, t ho Director, Office of 
Management and budget levied a similar requirement 
on the Agency, and in conformance with existing 
arrangements for this Organ iinition, v;e have reported 
the results of our specific actions relating to rcie 
cost effective personnel management directly to- 
Mr . ly jin . 


Sincerely yours . 


John F. Elal:e 
Deputy Director 
for 

Administration 
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WASHINGTON, D.C. 20415 
^February 7, 1975 


DD/A 


MEMORANDUM FOR HEADS OF DEPARTMENTS AND AGENCIES 


f 


C 


The President has recently emphasized his concern over rising personnel 
costs. Through current budget actions by 0MB all of us have been called 
upon to do better in assuring cost effective personnel management through- 
out Government. Personnel costs are indeed significant in carrying out 
the business of our Government, and there is much that can b.e done to 
reduce them. Several possible actions have been outlined, and I am re s pon - 
sible for keeping the President and 0MB informed o f progress and re sults. 

This Commission is initiating a number of actions to help you promote cost 
reduction in personnel management. In administering the Government-wide 
Federal Personnel System we recognize that our actions have an impact on 
day-to-Gay personnel management in all agencies. We are determined to do 
everything possible to assure that this system operates not only in ac- 
cordance with law and merit principles but also contributes to efficient 
Government. The principal actions we have underway are outlined in the 
attachment to this memorandum. As work progresses on these initiatives, 
we will follow with others. 


Obviously, the initiatives you take in response to the President's concern 
will be critical to success. Your executives and those they lead must also 
share the sense of urgency needed to renew and sustain an effective cost 
reduction program. Two elements are essential to this undertaking: 

(1) capitalizing on the best creative efforts of your managers, supervisors 
and employees, to tap their ideas for reducing personnel costs, and (2) as- 
suring recognition and accountability for cost reduction actions. 

Effective internal evaluation is central to your management of these cost 
reduction initiatives. Establishing clear objectives and devising plans 
of action to achieve them, monitoring progress and getting feedback on 
results, identifying and dealing with problems interfering with even 
greater achievements -- all of these elements are critical to success. 
Perhaps more than ever before, therefore, it is essential that your inter- 
nal personnel management evaluation efforts be linked to cost reduction. 



Accordingly 
comprehensive sun mo 
an 


and 


response to the President's expressed concern and' call "for 'action: 
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ATTACHMENT 


CSCJS COSJ R EDUCTION INITIATIVES IN PERSONNEL MANAGEMENT 


Following is a summary of planned CSC initiatives to promote cost 
reduction in personnel management. More detailed information for 
consultation and implementation will be provided through the usual 
media. 


Po s i tlon Ma nag ement and Classification 


1. Increased emphasis on po sition m anageme nt fn CSC e val uajngj>_P j^^m ,_to j 

” "assess" criticafiy the effec tiveness of agency position fflana ggmen^syxiML h 

andTacti VvETes , and to' assure that “position man a qfemeritc oncerns Gre_d_de- |, 

qua tel y' addressed" in' "i nterrfal" agency evaluation system s . { 

2. Establishment of a periodic review and report by agenci^s^f n- I, 

aoemerit and utilization of supergrade position resourc es, with analysis ( 

and "appropriate action by the - CSC~l:o alioT isIPor repro gram lower pri o r ity jj 

pbsi rions~ ^s ~tTi'ey~b : ec6riie~v a c’ah't~.~ j 


3 . flririitinnal fimphasis on accuracy of position cla ssificatj.qn^^tji^,,C;SC_ _ 
"evaluation program and in agencies' in ter nal eval uatio n systems^ principej 

f ocu s“wi 1 THfe ~o n~c7 a ssi f Tea: tTon accu racy of "hi g her. g rade positions ^ a nd 
_tlie_ exten t to wfiTcfi the amount 'of Ivigh grade w ork_lujt iries .. f he_jiumper_ 9, 
such positions.. 

4. Expanded consultations with agencies on major classification actions, in- 
eluding: (1) proposed reoroanizations with significant position management 
and classification implications, and (b) proposed upgradings of significant 
numbers of positions. 


M anpower Planning and Staffing , 

5. Encourage consideration of high quality eligibles on entry level examination 
registers, such as the JFA and the PACE ' exams , to faciliuate agency mring 
at the GS-4 and GS-5 levels wherever feasible. 

,/ 6. Additional initiatives to promote greater use of part-time employment to 
meet both regular and peak workload demands. 

7. Development of improvements in CSC competitive examining processes, to do a 
better job of matching available candidates with vacant positions, to^pro- 
mote more effective employee performance, and to reduce turnover resulting 
from dissatisfactions and deficiencies due to mismatches. 
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8. Increased eihphasis In CSC evaluation program and in agencies'- internal 
personnel management evaluation systems on staffing management and 
analysis; principal focus will be on promoting more effective agency 
staffing planning, job restructuring, utilization and turnover analyses, 
and other efforts to assure optimum staffing practices to reduce person- 
nel costs. 

Employee Development 

9. Expanded and intensified CSC training leadership and informatioji services, 
coupled with related efforts to improve the management of training programs 
governmentwide in terms of planning, budgeting, use of cost benefit 
analysis, and evaluation. 


10. Improved results from training and development efforts through greater 
emphasis on trainers' responsibility for improved employee performance; 
broader use, wherever applicable, of specific performance improvement 
objectives and related evaluation criteria by vendors of instruction. 

11. Increased emphasis, both in agencies' internal evaluation systems and 
through CSC's evaluation program, on: (a) the efficiency and effective- 
ness of training obtained through non-Government facilities, and (b) the 
effectiveness of both agency and interagency training programs in improv- 
ing performance, increasing efficiency, and enhancing organizational 
effectiveness. 


12. Accelerated schedule for handoff to agencies of CSC-develcped training 

packages, as well as accelerated efforts to develop alternative means to. 
instructor-del ivered formal training, including off-the-shelf individualized 
learning packages such as correspondence courses, video-assisted training, 
and programmed learning texts. „ „ / 

■ Incentive Systems , 3 - '? fJ: ' i ^ ^ ' J ' * 

,i : 13. Intensify promotion of Government-wide suggestions program to involve managers 
supervisors and their employees more effectively in: (a) identifying oppor- 
^*1 1 ’- turn’ ties for operational improvements that will result in cost reduction, (b) 
accelerating the consideration and adoption of worthwhile suggestions, and 
(c) enhancing the recognition of successful suggestors. 


14. id^roved linkage between Government Incentives Program and agencies' improve- 
ment efforts to achieve increased efficiency and cost reduction; better inte- 
gration of Government-wide emphasis on "Management by Objectives" and needs 
for cost reduction in personnel management. . 


15. Revised guidance to agencies which clarifies use of special achievement 

awards for sustained superior performance and quality increases, to achieve 
more cost effective Dersonnel management through proper use of these two 
forms of recognition. 
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